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LETTERS OF INQUIRY FOR FOUNDATIONS

“What should be included in a letter of inquiry/intent?”

In recent years, letters of inquiry have become an important part of the fundraising 
process. Many foundations now prefer that funding requests be submitted first in 
letter format instead of a full proposal. Others are using preliminary letters of inquiry 
to determine if they have an interest in a project before accepting a full proposal. In either 
instance, it is important to recognize that a well-written letter of inquiry is crucial to 
securing funding for your project. An effective letter of inquiry is often more difficult to 
write than a full proposal. The letter of inquiry should be brief—no more than three 
pages—and must be a succinct but thorough presentation of the need or problem you 
have identified, the proposed solution, and your organization's qualifications for 
implementing that solution. The letter of inquiry should be addressed to the appropriate 
contact person at a foundation or to its CEO and should be sent by regular mail.  

Not unlike a grant proposal, the letter of inquiry should include: an introduction, a 
description of your organization, a statement of need, your methodology, a brief 
discussion of other funding sources, and a final summary.  

The introduction serves as the executive summary for the letter of inquiry and includes 
the name of your organization, the amount needed or requested, and a description of the 
project. The qualifications of project staff, a brief description of evaluative methodology, 
and a timetable are also included here. This should not exceed one paragraph.

The organization description should be concise and focus on the ability of your 
organization to meet the stated need. Provide a very brief history and description of your 
current programs while demonstrating a direct connection between what is currently 
being done and what you wish to accomplish with the requested funding. You will flesh 
this section out in greater detail if you are invited to submit a full proposal.  

The statement of need is an essential element of the letter of inquiry and must convince 
the reader that there is an important need that can be met by your project. The statement 
of need includes: a description of the target population and geographical area, appropriate 
statistical data in abbreviated form, and several concrete examples.  

The methodology should be appropriate to your statement of need and present a clear, 
logical, and achievable solution to the stated need. Describe the project briefly, including 
major activities, names and titles of key project staff, and your desired objectives. As 
with the organization description, this will be presented in far greater detail in a full 
proposal.

Other funding sources being approached for support of this project should be listed in a 
brief sentence or paragraph.
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The final summary restates the intent of the project, affirms your readiness to answer 
further questions, and thanks the potential funder for its consideration.

Note: attachments should be included only at the direction of the potential funder and 
should be specific to its application guidelines.

Copyright © 1995-2006, The Foundation Center. All rights reserved. 
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SAMPLE FOUNDATION INQUIRY LETTER

{Date}

{Organization Contact}
{Contact’s Title}
{Organization}
{Organization Address}
{City, State Zip}

Dear {Contact},
I’m writing to get your initial response to a potential funding opportunity in {city}
for the {funding organization}. {Insert your organization’s name} has a long-
standing commitment to helping the youth we serve gain the skills they need to 
lead full, productive lives. According to Drug Strategies, anger management is 
believed to be one of the essential skills contributing to personal and social 
competence. We plan to implement Skills for Managing Anger with our youth to 
help them gain this vital competence. 
Background on Our Agency 
{Information on your agency and why Skills for Managing Anger is a crucial 
component of your programming.}
Project Description 
We request funds to support our initial implementation of Skills for Managing 
Anger, a comprehensive, research-based program that has been proven to help 
kids manage their anger and walk away from fights. Skills for Managing Anger
teaches concepts and skills that empower young people to manage their anger 
without resorting to violence or aggression. Youth learn how to set and achieve 
realistic goals, recognize their physical anger signals, identify their personal "hot 
buttons," devise their own "self talk," and get out of difficult situations. An adult 
tutor guides small groups of six to twelve young people through a carefully 
structured curriculum (six or twelve sessions) that combines short video clips, 
group discussion, and experiential activities. The tutor training, materials, and 
evaluation for Skills for Managing Anger are provided by SERA Learning, based 
in San Francisco. 
Since its release in 1995, Skills for Managing Anger has been successfully used 
with adolescents and young adults ranging in age from 12 to 24 in varied settings 
including public schools, job training programs, juvenile corrections facilities, 
alternative schools, and community-based programs. Furthermore, third party, 
controlled evaluation shows positive changes in youth that participated in the 
program.  Third-party evaluation results report that youth less often use physical 
or verbal aggression, and more often use non-aggressive responses (e.g., self-
calming phrases, walking away from fights) after receiving SMA training. 
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{List relevant funding priorities and/or ways the program meets the objectives of 
the funder.}
Funding Request 
We request {dollars} from the {funding organization} to support this crucial 
project. Funds provided by the {funding organization} will be used to train 
{number of} tutors to implement the course, purchase course materials (tutors’ 
guides, student workbooks, videotapes, and parent/staff orientation kit) and 
conduct evaluation of the program. The program will reach over {number of 
youth} in {expected timeframe}.
We appreciate your consideration in this important project. We know this project 
will help us have a greater impact on the youth, {insert other appropriate 
constituencies (schools, parents, families, etc.)}, and communities we serve. 
Please do not hesitate to contact me at {insert contact information} with any 
questions or comments. We look forward to working with your organization. 
Sincerely,

{Name}
{Title/Position}

Source: SERA Learning 
http://www.sera.com/
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2005 COMMUNITY IMPACT FUND GRANT APPLICATION Date:
     
Organization/Agency Information 

Organization/Agency Name:         

Address:           

Agency Web Site:          

Organization/Agency Director/CEO:        

Telephone #:   Fax #:   E-mail:   

Contact Person:     Title: _    

Telephone #:   Fax #:   E-mail:   

Program/Grant Information 

Program/Project Name:          

Amount of Grant Requested:        Total Organization Budget:   

Percentage of Organization's Total  Budget used for Administration:     

Purpose of Grant Request (one sentence):        

Signatures

Name of Board President/Chair:         

Signature:      Date:    

Name of Organization/Agency Director/CEO:       

Signature:      Date:    

Internal Use Only: 

Grant
#:_______________________
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2005 COMMUNITY IMPACT FUND GRANT APPLICATION

Please provide the following information for items I. through III. by answering all 
questions in no more than three (3) typed pages.   Please be thorough, clear, specific, and 
concise.

I.  Organization/Agency Background:
A. What is the history, mission and purpose of your organization?
B. What are some of your past organizational accomplishments?
C. What are some of your current programs and activities?  (Include 

populations and    geographic locations served.)

II. Project Information: 
A. Statement of Need 

1. Specify the community need you are seeking funds for.
B. Project Goal, Objectives and Methodology 

1. State your project goal.  Describe your project.  How does your 
project meet the community need?  What is unique and innovative 
about this project? 

2. State up to three objectives.  Objectives should be specific, 
measurable, action-oriented, realistic, and time-specific.  What are 
the specific activities you will undertake to meet your goal?  How 
will you use the grant funds? 

3. What is your timeline for implementing the project? 
4. How does this project relate to other existing projects in the 

community?  Who else in the community is providing this service 
or has a similar project?  

C. Project Outcomes and Evaluation 
1. What are the key anticipated outcomes of the project and impact 

on participants? 
2. How will you know if you have achieved the expected outcomes? 
3. How will progress towards the objectives be tracked and outcomes 

measured? 

III. Project Future 
A. Is this a one-time expense? 
B. Explain how you will support this project after the grant performance 

period.

IV. Ancillary Documents 
A. Please submit with your completed application: 

1. Roster of Board Members 
2. A copy of your most recent audit or year-end financial statement 
3.   A copy of your 501(c)(3) letter from the IRS 
4.   If purchasing equipment, three competitive bids or price quotes. 
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2005 COMMUNITY IMPACT FUND GRANT APPLICATION

V. Project Budget 
A. Please provide a detailed line-item budget for your project by completing 

the table below.  Include all sources of funding for the proposed project. 

Line Item 
Description 

Line Item Explanation 
(Formula/equation used as 

applicable. 
 Example: 4 Wheelchairs @ 

$400 each = $1600) 

Support
From
Your

Agency

Support
From
Other

Funders

Requested
Amount

From
TCF

Line
Item

Total of
Project

     

     

     

     

     

     

    

    

    

    

TOTALS:     
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ACORN FOUNDATION

Objective: The Acorn Foundation is a member of the Common Counsel Foundation of 
Oakland, California and is dedicated to building a sustainable future for the planet and to 
restoring a healthy global environment.  The Acorn Foundation is particularly interested 
in small and innovative community-based projects which: preserve and restore habitats 
supporting biological diversity and wildlife; advocate for environmental justice, 
particularly in low-income and indigenous communities; and prevent or remedy toxic 
pollution.
Eligibility: The Acorn Foundation makes grants in the $5,000 to $10,000 range to 
grassroots organizations.  Grantees are asked to submit year-end reports, and Acorn will 
consider renewal grants to organizations that have fulfilled its reporting requirements. 
Please submit a letter of inquiry (LOI) rather than a full proposal by January 15th or 
June 15th of every fall and spring.  Please review eligibility guidelines before 
submitting an LOI. We will only consider requests from organizations that meet our 
eligibility guidelines. 
Contact Information: Contact the Common Counsel Foundation at 1221 Preservation 
Park Way, Oakland, CA 94612-1206, by phone at (510) 834-2995 or email at 
ccounsel@igc.org

AMATEUR ATHLETIC FOUNDATION OF LOS ANGELES

Objective: The Foundation seeks to serve the entire community, but gives special 
attention to groups and communities underserved by traditional sports programs, 
including girls, ethnic minorities, and the physically challenged and developmentally 
disabled. AAF funds are primarily intended for the development of youth sports below 
the elite level.   
Eligibility: The AAF will consider a request from any bona fide Southern California 
organization devoted The AAF awards grants in Southern California's eight counties: 
Imperial, Los Angeles, Orange, Riverside, San Bernardino, San Diego, Santa Barbara and 
Ventura. The Foundation serves all of Southern California, but gives special emphasis to 
Los Angeles, the city that hosted the 1984 Olympic Games. We do not use a standardized 
grant application form.  
Contact Information: The Foundation is located at 2141 W. Adams Blvd., Los Angeles, 
CA 90018. You may contact them at (323) 730-4600 or through email at: info@aafla.org
For more information visit http://www.aafla.org/

AMERICAN LIBRARY ASSOCIATION

Grant/Program: Carnegie-Whitney Grant
Objective: The grant awards up to $5,000 for the preparation and publication of popular 
or scholarly reading lists, indexes and other guides to library resources that will be useful 
to users of all types of libraries.  The grants may be used for print and electronic projects 
of varying lengths. The grants are intended to cover preparation costs appropriate to the 
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development of a useful product, including the cost of research and compilation. The 
grant does not cover the purchase of equipment or production/manufacturing costs. 
Eligibility: Grants are awarded to individuals, official units of the American Library 
Association (including committees), and other groups affiliated with the American 
Library Association. 
Contact Information: Questions should be directed to Queen Washington, American 
Library Association at 1(800) 545-2433 x5416 or through email at: qwashington@ala.org

AMERICAN SCHOOL HEALTH ASSOCIATION

Grant/Program: School Health Index Implementation Mini Grants
Objective: The mission of the American School Health Association is to protect and 
promote the health of children and youth by supporting coordinated school health 
programs as a foundation for school success. To provide national leadership and achieve 
its mission, ASHA has adopted five goals: Interdisciplinary Collaboration-Promote 
interdisciplinary collaboration among all who work to protect and improve the health, 
safety and well being of children, youth, families and communities. Professional 
Development- Provide professional development opportunities for all those associated 
with school health programs. Advocacy- Provide advocacy for building and 
strengthening effective school health programs. Research- Encourage quality research to 
strengthen school health programs. Resources- To fulfill these initiatives, ASHA must 
acquire human, fiscal and material resources. These mini-grants might, for example, 
provide funding for building walking trails, increasing time for P.E., increasing access to 
healthy snacks, incorporating curriculum around the new food pyramid or offering salad 
bars. The majority of these mini-grants will range from $1,000 to $5,000, and no award 
will exceed $10,000. 
Eligibility: Any public or private elementary school in California that has completed a 
School Health Index- a Self-Assessment and Planning Guide. The School Health Index is 
available online at http://www.cdc.gov/HealthyYouth/SHI. 
Contact Info: Contact Marjorie Benjamin at (800) 445-2742 or through email at: 
mailto:mbenjami@ashaweb.org     For more information please visit: 
http://www.ashaweb.org/mini_grants.html

ARCHSTONE FOUNDATION

Objective: The Foundation's funding priorities reflect the desire to prepare society for an 
aging population.  Building upon aging trends, research and program innovation, the 
Foundation's mission is accomplished through strategic initiatives and responsive 
grantmaking.  The following are the Foundation's funding priorities: Fall Prevention, 
Elder Abuse, End-of-Life, and Responsive Grantmaking. 
Eligibility:  The Foundation funds nonprofit organizations that are exempt under Section 
501(c)(3) of the Internal Revenue Code and are deemed “not a private foundation” under 
Section 509(a). In recognition of the source of the Foundation's endowment, priority is 
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given to proposals serving the Southern California region. A letter of inquiry should be 
sent before any proposals are submitted. 
Contact Information: Located at 401 E. Ocean Blvd., Suite 1000, Long Beach, CA 
90802. Contact the foundation at (562) 590-8655. For more information please visit: 
http://www.archstone.org/index.htm

THE CALIFORNIA WELLNESS FOUNDATION

Programs: Responsive Grantmaking Program
Objectives: The Foundation’s Responsive Grantmaking Program prioritizes eight issues 
for funding: diversity in the health professions; environmental health; healthy aging; 
mental health; teenage pregnancy prevention; violence prevention; women’s health; and 
work and health. They particularly encourage requests for core operating support. 
Requests for project funding are also welcome. Core operating support can be used to 
help underwrite the regular, ongoing health promotion and disease prevention activities
of your organization. Such funds can also be used to strengthen organizational 
infrastructure through activities such as: providing salaries for key administrative staff; 
covering operating expenses; and engaging in strategic planning or facilitating board 
development  
Eligibility: The Foundation funds nonprofit organizations that are exempt under Section 
501(c)(3) of the Internal Revenue Code and are deemed “not a private foundation” under 
Section 509(a). The Foundation also funds government agencies. To request a grant from 
TCWF, an organization should write a one- or two-page letter of interest. Grants range 
from $20,000 to about $300,000 for a one-to-three-year period. However, the typical 
three-year grant does not exceed $150,000. 
Contact Information: If you have questions about the application process that have not 
been answered on the website, or if you need to contact the Foundation for more 
information, please direct your inquiries to: Director of Grants Management, The 
California Wellness Foundation, 6320 Canoga Avenue, Suite 1700, Woodland Hills, CA 
91367; (818) 593-6600
For more information please visit http://www.tcwf.org/grants_program/index.htm

THE COMMUNITY FOUNDATION

Programs: Community Impact Fund
Objectives: The Community Impact Fund has several areas of focus. These include: 
health & human services that promote access to healthcare for all residents and helping 
individuals and families obtain basic services to promote an improved quality of life; 
youth & family services that enhance opportunities to promote academic achievement 
and positive youth development and develop family support services that foster learning 
and growth; programs that promote the arts and culture while encouraging creative 
expression and providing opportunities for enjoyment of cultural activities and art forms;  
Programs for civic and public benefit that build a sense of community and promote civic 
participation. 



300

Eligibility: Nonprofit 501(c)(3) or public agencies (in limited circumstances) may apply 
for grants for programs, activities or equipment that will primarily benefit the residents of 
Riverside and/or San Bernardino Counties. The Community Foundation will only accept 
applications from 501(c)3 organizations that can document on-going operations and 
nonprofit status for at least three years.
The Grant Application Packet must include: the Completed Grant Application, a 501(c )3 
letter from the IRS, the most recent audit or year-end financial statement, a board roster, 
and a board approval letter.  Grants from the Community Impact Fund are normally 
limited to a maximum of $10,000. 
Contact Information: Celia Cudiamat at (951) 684-4194 or through email at 
ccudiamat@thecommunityfoundation.net

THE JAMES IRVINE FOUNDATION

Programs: Communities Advancing the Arts Initiative, California Perspectives Program, 
The Youth Program
Objective:  The James Irvine Foundation is dedicated to expanding opportunity for the 
people of California by means of their Communities Advancing the Arts, California 
Perspectives, and Youth Program. Communities Advancing the Arts is a three-year, 
$5.5 million initiative intended to build new, sustainable funding streams for the arts in 
California. The California Perspectives Program focuses on public understanding, 
engaging Californians, and improving decision-making on significant issues of long-term 
consequence to the state. The Youth program seeks to increase the number of low-income 
youth in California who complete high school on time and attain a postsecondary 
credential by the age of 25.
Eligibility: To be considered for a grant, your organization or project must be classified 
as a public charity and tax exempt under 501(c)(3) of the Internal Revenue Code. It also 
must benefit California and be primarily independent from government support. Based on 
this restriction, we refrain from making grants to public agencies or organizations that 
receive more than 50 percent of their revenue from government donations. Program staff 
continually scans the field to identify nonprofit organizations that are doing exemplary 
work that aligns with our program interests. They tap expert networks, seek referrals, and 
conduct market or sector-wide research. A majority of grants are awarded in this way, 
and it is not uncommon for them to devote a significant portion of our annual grants 
budget to ongoing partnerships. They developed a mechanism to provide open, 
competitive funding to organizations that, for the most part, had not previously received 
Irvine funding. This fund is called the New Connections Fund. Grants are awarded up to 
$50,000, over one or two years, and requests are considered in a competitive application 
process. Unfortunately The New Connections Fund (NCF) has now concluded its pilot 
year (2004 to 2005). During this time, there were three application rounds and they 
considered grant requests of up to $50,000, through an open and competitive application 
process. During the first two rounds of funding, they awarded over $3 million to 106 
nonprofit organizations across the state. They are currently reviewing the pilot year's 
activities, assessing whether the NCF has met its goals, and considering whether the NCF 
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should be continued beyond the pilot period. Please visit the website to check for updates 
on new deadlines and programs. 
Contact Information: For more information contact their Grants Manager by email at 
grantsadmin@irvine.org , by phone at (415) 777-2244, or online at 
http://www.irvine.org/grants_program/overview.shtml

NATIONAL GARDENING ASSOCIATION

Grant/Program: Youth Garden Grants Program
Objective: NGA's Youth Garden Grants program has helped more than 1.2 million 
youngsters reap rewards and vital life lessons from working in gardens and habitats. 
NGA awards Youth Garden Grants to schools and community organizations with child-
centered, outdoor garden programs. In evaluating grant applications, priority will be 
given to programs that emphasize one or more of these elements: educational focus 
and/or curricular ties (if applicant is a formal education program); nutrition or plant-to-
food connections; environmental awareness/education; entrepreneurship; social aspects 
of gardening such as leadership development, team building, community support, or 
service-learning.
Eligibility: Schools, youth groups, community centers, camps, clubs, treatment facilities, 
and intergenerational groups throughout the United States are eligible. Applicants must 
plan to garden in 2006 with at least 15 children between the ages of three and 18 years. 
Previous Youth Garden Grant winners who wish to reapply must wait one year and have 
significantly expanded their garden programs. Applications for the 2007 grant cycle will 
be available as of February 28, 2006.
Contact Information: The NGA is located at 1100 Dorset Street, South Burlington, VT 05403.
You can also reach them at (800) 538-7476 (800-LETSGRO) or contact Donna at: 
mailto:donna@garden.org  For more information please visit: 
http://www.kidsgardening.com/grants.asp

TIDES FOUNDATION

Program: The California Wildlands Grassroots Fund
Objective: The California Wildlands Grassroots Fund (CWGF) was established to 
support the heroic efforts of activists to preserve California's wildlands. The CWGF 
supports conservationists advocating for the permanent protection of intact wildlands on 
both public and private lands in order to help preserve California's wilderness and native 
biological diversity. CWGF defines "wildlands" as natural habitats, privately or publicly 
owned, that are (or have the potential to be) permanently preserved through legislation or 
deed restrictions. The activities the Tides Foundation supports include, but are not limited 
to: Mailings, paid advertising, advocacy-related travel, research, hiring technical, legal or 
scientific experts, consultants, equipment purchase or rental, training, retreats, 
monitoring, mapping, advocacy-related personal expenses (i.e. childcare). 
Eligibility: Small nonprofit organizations (with budgets of $100,000 or less) and 
individual activists (with a sponsoring organization) who show a demonstrated ability 
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and commitment to conserve California's natural landscapes, ecosystems, plants and 
wildlife. Priority will be given to Geographic areas and advocacy efforts that have not 
received significant foundation support. Typical grants range between $1,000-$3,500 and 
the maximum grant is $5,000.  
Contact Information: For more information please visit http://www.calwildlandsfund.org/

UNITED STATES GOLF ASSOCIATION

Grant/Program: For the Good of the Game Grants
Objective: Since 1997, the USGA has been awarding grants through its "For the Good of 
the Game" Grants Initiative in an effort to make golf more affordable and accessible. 
Through this effort, the USGA supports organizations that use the game and its values as 
a vehicle to improve the quality of life for individuals and for society in general. This $5 
million annual initiative focuses on positively impacting young people (minorities, girls, 
economically disadvantaged, and others with limited access to the game of golf) and 
individuals with disabilities through instructional programming and golf facility 
construction projects, as well as caddie and other work-based programs. The USGA will
consider funding requests for the following items provided the applicant is committed to 
the goals (as represented in the General Introduction) of the “For the Good of the Game” 
Grants Initiative and its target population(s): golf course access and practice range access; 
golf instruction; golf equipment, including adaptive golf equipment for individuals with 
disabilities; transportation provided for participants to attend programming; certain 
construction costs for alternative, beginner-friendly golf courses and golf facilities in 
areas where there are obstacles to affordable access to the game; e.g., the construction of 
tees, greens, and practice areas.
Eligibility: All grant recipients must be tax-exempt, nonprofit organizations as defined 
under Section 501(c)(3) of the U.S. Internal Revenue Code or government entities such 
as schools or municipalities. Applications will be accepted from organizations that have 
applied for such status but grant monies (should an organization receive a grant) will not 
be released until tax-exempt status has been received. USGA will not fund the entire 
budget of a program. Typically, the USGA expects the applicant organization to 
contribute a percentage of the project’s expenses with their own funds.  Further, the 
USGA expects applicants to have a feasible plan for fiscal sustainability and an exit 
strategy that outlines how the program will continue without USGA funding in 
subsequent years. These plans typically include support from individuals, local 
organizations, other foundations, fundraisers and the donation of in-kind services, as well 
as many other creative ideas 
Contact Information: The USGA is located at 1631 Mesa Ave., Suite D, Colorado 
Springs, CO 80906. You can also contact them at (719) 471-4810 or for more 
information please visit: http://www.usga.org/aboutus/foundation/foundation.html
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THE WEINGART FOUNDATION

Objectives: Weingart Foundation will consider grants to assist credible agencies and 
institutions serving children and youth, the aged, the disabled, the homeless, the sick, the 
poor, or otherwise disadvantaged, and projects benefiting the general community. 
Consideration will be given to the support of well conceived experimental or 
demonstration projects in program areas of grant focus that promise significant positive 
results and are likely to produce long-term multiplier effects.  
Eligibility: An organization that is certified as tax exempt under Section 501(c)(3) of the 
U.S. Internal Revenue Code and is not a private foundation as defined in section 509(a) 
of that Code is eligible for consideration. Grants are usually awarded for a limited period 
of time. Some grants may be paid over a multi-year period; however, the Foundation 
generally does not approve grants to any organization on a continuing annual basis. 
The Foundation accepts and processes applications for grants throughout the year with no 
deadlines. If, after reviewing the guidelines, there is sufficient reason to believe that the 
Foundation’s funding priorities and interests are compatible with the needs of the 
organization seeking support, then a brief letter of inquiry should be addressed to the 
President and Chief Administrative Officer. Please consult the Foundation’s web site for 
detailed instructions. If it is determined from the letter of inquiry that the project meets 
the Foundation’s priorities and interest, the applicant will be provided with the 
instructions and forms required to prepare and submit a formal application. 
Contact Information: For more information please visit http://www.weingartfnd.org/
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For an listing of foundations and 
the grants they offer please visit the 
following websites:

The Capital Research Center
A searchable database of nationwide nonprofits, 
associations, foundations, corporations, and other 
grantmakers. You can filter your results according to state, 
assets, revenues, and expenditures. You are also able to 
view the grantmakers funding history. 
http://capitalresearch.org/search/search.asp

The Foundation Center
Maintains and regularly updates four distinct directories of 
links to more than 4,800 grantmaker Web sites. The links are 
organized by grantmaker type. Select a grantmaker type to 
search or browse our summaries of the sites collected there. 
http://fdncenter.org/
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